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-~ Employed by CIA. -
‘Chest X-Ray Survey

" Name Cards Postéd Outside Offices

‘Location of U.S: Post Office. Collection Box and Postage Stamp Vendmg
bAvailability of Scholarships, Evening Division, School of Foreign Ssrvice,
ﬁDeclassification of Administrative Instruction No{ ' ]

Isubject.‘ Transliteration of Foreign Languages. R ST , ‘

T Presentation of Awards for Meritorious Employes Suggestions o

“"':vapplication for Payment. of: Dividends on’ National Service Life Insurance.‘ ,‘ ‘_ o
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Inaugural Holidays ' (RESCINDED by Noticel 25X1A
Parking :
Recission of CIA Notices :
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Newspaper Advertising (RESCINDED by Notice| )

1948 Federal Income Tax Returns
Voluntary Contributions

Redeposit oi‘ Civil Service Retirement Refunds
Leave on Good Friday ' (
Daylight Savings Time

Requests for Procurement Action by Supply Division, Involving Appropriations
Expiring 30 June 1949

Attendance of CIA Employees at Ceremonies in Tribute to the President of |
Brazil - 18 May 199

Summer Courses at American University
Parking Vielations

Active Duty Training of Reserve Personnel
Regulations

Budget Estimates, Fiscal Year 1951

~ Employees Suggest.ions for Design of Official CIA Seal

Policy - Inactive Duty Training Credits for Naval Reserve Personnel Not

’ 25X1A
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Distribution of Salary Checks

Use of Postal Meter for Outgoing CIA Ma11
Machines
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SUBJECT: Leave

o
COliTRAL INTELLIGENCT AGHI'CY P /{.«
f Washington, D, C. Ny
| 25X1A MOTICE 8 December 1949
| ;
I
!

b 1. The offices of CIA in the District of Columbia and in
: the field will observe Christmas Day holiday on 26 December 1949 !
and New -Years Day holiday on 2 Jenuary 1950, Regulations covering :

essential duty on offieial holidsys will apply on these two days,

2, Assistant Directors and Staff Chiefs are urged to -provide

o employees with the maximum opportunity to take amual leave during

‘ the period between 19 December 1949 and 2 January 1950, - Offices,
howover, must be staffed to the extént thet essential operavional
requirements will be met,

FOR THE DIRECTOR OF CEI'TAAL INTCLLIGIICE:

| ; , 25X1A

Executive

P " DISTRIBUTION: ALL GIA EMPLOYIES

fe i
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B e e T e T Y SO N

CENTRAL INTELLIGENCE AGENCY .
Vaghington, D¢ C, 4/
- - AAA sttt
HOTICE . 8 December 1949

SUBJECT: Use of Decorative Material in Government Bﬁildiﬁés

1. Qouted below is a memorandum'rebeiQéd fibm.the Office
of Buildings Management, Public Buildings Administration, General
Services Administration: ) ' o

"SUBJECT: Regulations in the Use of Decorative Material in Govern--
ment Buildings : ' :

"The following regulations shall govern the use of decorative
material inside Government buildings which we operate., These
regulations will apply during the holiday season, socinl events
and any. other sctivities that are held in Government buildings,
and wheré decorative material is used, ‘

"1, Decorative Material (Crevc paper, drapes, sheets., cotton,
cardboard, etc.) o ' ‘

Only flame-proof mabterials are to be permittéd wherever decora-
tions are to be used in Government buildings.

"2, Chrigtmas Trees, Holly, Cornstalks, etc.

A reasonable number of Chrisimas treecs may be placed in buildings :
of fire-resistive construction and frame buildings provided with ‘ .
automatic sprinkler protection., - No trees, except very small ‘
ones, are to be permitted in frame buildings vithout automatic

sprinkler protcction unless approval is given by the Superin-

tendent or Custodian. These trees should rot be kept in the

buildings for morc than scven days, Mo tree shall in any way

interfere with any means of cgress, No flammoblc material

or lighted candles shall be used for decorations.,

"fherc troes or docorations other than those chemically treated
for {ire protection arc usod, the following precautions shall
be takens

"(a) Obtain freshly cut trces,

"(b) Saw off at an anglec at lcast onc inch above the original
cut and keop standing in water or moistoned earth during
the entirc time the tree is in the building. At inter-
‘vals, add water to the jar or tub in which the trce : s
stands to either keop the wator or moistencd earth . - S

21-
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above the cut in order to reduce its extremc flamma-—
bility, This rmothod, when uscd with frosh trecs,
reduces the flommobility as offoetively as most
chemicals, according to the Forest Producths Lakhora-
torics (1947). ‘

"(c) Keep troos awny from radiators and -other heating
cavipment,

‘ "Only sparing amounts of hollr, cornstalk, ete., should be
i used and then only whore approved by the Supcrintendent
or Custodian, '

3, ILlectric Lights

A1l installations of eloatric lights on trees or for othor
docorative purposes must be approved by the Suporintondent
or Custodian. . .

"4, Candleg
No lighﬁed dandles will B2 permitted in any building,"
2. AnyiQuostionS or.rcquests for approvals rclating to
the above regulations will be-raeferred to the Chief, Gonoral

. Services Brench, Services Division, Extension 2168,

FOR THE DIRECTOR OF CERTRAL INTELLIGENCE:

i B : S : Executive

DISTRIBUTION: ALL GIA EMPLOYRES

Seap— 5
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% CENTRAL INTELLIGELCE AGENCY £, 1/
P Washington, D. C. *”ﬁ45£L4$417u¢¢1wdw4

NCTICE 1 December 1949

25X1A 1

SUBJECT: = Removal of Material From Office Equipment

R el e

% Inspection of office equipment being transferred from
one office to another or being rcturned to stock reveals that
a considerable amount of paper, miscecllaneous material, and
personal property has been left in the equipment. These con-
ditions create a seccurity hazard as well as personal loss when
tho owner cannot be identified. In order to eliminate these
conditions personnel requesting the transfer of office cquip-
ment shall remove all miscellaneous material and personal
property prior to releasing it for transfer, .

I'OR " THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive

DISTRIBUTION: A.
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'~ CENTRAL INTELLIGENCE ACHWCY .

A
Washington, D. C. '/7“{‘# th&d,m‘w?ﬁj&’{ﬁw

NORIGE 15 November 1949

’ SUBJECT: Attondance of CIA Employees at the Ceromonies in Tribubte to
! Mchammad Reze Shah Pahlavi, Shahinshah of Irang ;.

ls. The following memorandum from the White House is quoted below !
for your informations-

"IYE WHITE HOUSE
We.shington
: November 10,.1949

"TO THE HEADS OF EXACUTIVE DEPATTMENTS AND LGENCIES

"Coremonies have been planned to pay tribute to His Imperial Majesty,
‘ j ' Mohemmad Reza Shah Pahlavi, Shahinshah of Iran, who will arrive in Washing=
: ton on November sixteenth for the purpose of making an official visit to
the United Statess

’ "His Imperial Majesty will roach ths National Airport at 4:00 pema,
‘ ! EeSeTsy on Wednosday, November sixteenth, where there will be a brief core=
j monye After crossing the HMemorial Bridge and rounding the Lincoln Memorial,
1 f he will proceed along 23rd Street to Constitution Avenué (expected to ar-
‘ b rive at Constitution Avenue at apvroximatoly 4315 pem.), right on Consti=

. tution Avenueto 12th Street, left om 12th Street +to Ponnsylvania Avenue,
i west on Pennsylvanid .venue to tho District Building ot 14th Street and

: Permsylvania fvenue,. where he will be presented with the key to the City
g ; of %iashingtons,' He will then continue along Pennsylvanic Avenuo to 15+th
' Streot, right on 15th Street to Pomsylvania Avenue, left on Pennsylvania
Avenue to the Blair Housce

"It is dosired that as many as possible of the government employocés
extend their greetings to the Shahinshah ¢ Irane. The President has indi-
cated that the Heads of the departments and ngenocies shall excuse those
employees in the area of the procession,.whose services can be spared,
without charge to annual leave, for such time as is required on November
sixteenth for the accomplishment of this purposce k

/s/ DONAID S. DA7SON .
Administrative Assistant
to the Prosident"

2e. All omployees whose normal tour of duty is from 8:39 AM until
5:00 FM will be excused at 4:00 PM in order thet thoy may havs the oppor- .
tunity to observd the ckreranies quoted above. Mo chargs will ve nnde
agoinst annual leaves. . ‘ ‘
‘ FOR THE DIRECTOR OF CENTRAL INTZLLIGENCEs

. Exeoutive . S Co §

DISTRIBUTION: ALL CIA EMPLOYELS.
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CENTRAL INTELLICENCE /:GENCY At awwﬁ A ;

Vashington, D. C.

1 Noverber 1949

25X1A NOTICE

! ‘
4 SUBJECT: Special Tran to Army-Havy Football Gane
November 26, 1949

"j special Baltimore & Ohio train has been made available
to the Secretary of Defense for the Aray=-Navy game tc be played
in Philadelphia on November 26, 19L9.

"There will be a diner attached for lunch anc dinner and a
lounge car, You will pay the steward directly for all purchases.

| WThe train will depart Union Station, Jashington, at 8:30 a.m.,
and will arrive at the Stadium parking place at 11:3C 7em. The:
train will depart for Jashington from the parking place at the

[ Stadium 20 minutes after the gaqe is -over.

" WThe following round trip fare applies between “Teshington and
Philadelnhiat
FER PERSON
ROUND TRIP PULLL.N F4RE, YITH TiX.....$15.40

WIf there are any nembers of your Staff or office who desire
reservations on this train they should advise office on or vefore

November 20, 19L9.

‘ ‘ I0UIS H. RENFROW ‘
! Brigadier General, AUS , ‘
issistant to the Secretary"

FOR THE DIRECTOR OF CENTR.L INTELLI ENCE: ;
/| : 25X1A

Bxecutive

DISTRIBUTION: A - ‘
plus all military personnel

. ol N
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CENTRAL INTELLIGENCE AGENCY

Vleshington, D. C, '
R AAW«JJ ,

NOTICE 31l October 1949
SUBJECT: Probtection of Government Property.

l.. A recent inspection conductoed by the Inspection and Security
Stalf has roevealed that tables and other office furniture are not being
properly protected while being used for coffee preparation and other
similar purposese It has also been noticed that electric hot plates
have been connected to circuits which have not been. designed to safely
carry the additional loade i

2. "In the interests of safety and pPreservation of government
broperty, Assistant Directors and Staff Chiefs will insure that supere
visory personnel at all levels will:

2&e Tale action to reduce to a minimum the number of places
per building wher> coffee and other beverages are prepared..

bs Secure asbestos or other suitable fireproof covoring

for office furniture on which hot plates and hot receptacles
are placed,

Cs Assure themselves that circuits to which hot plates
are coimected are designed to carry the additional loads.

de Insurs that hot plates are disconnected when not in usee

FOR THi DIRECTOR OF CENTRAL INTELLIGENCE:

Bxecutive

| DISTRIBUTION: A R |
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12 October 1949

Yashington, Do C,
NOTICE
SUBJECT: 19419 Commnity Chest Drive

l. The time has coms again for the Central Intelligence Agency to
do its part in the Community Chest Drive., It has been my privilege to
be designated as Chairman for the drive in CIA. I know of no better way
to serve your comaunity than to contribute part of your ecarnings to this
causee It is my sincere hope that each of you will feel the same way and
will sive as much as you can afford,

2o I have appointed Mre #illizm J. Kellr as Viee Chairman of the
Central Intelligence Agency drive s and-ain asking each Assistant Director
and Staff Chiel to appoint Division Unairmen for thoir respective offices
and strffss Bach-Division Chaimman in turn will apmoint key-moen in his
offics or stalf to assist hin in aceunting contritutions, and in the
necesnary bookkeeping. A1l contributions should be received on or before
28 Octobur 19L7. :

3¢ Tue Comunity Chest Federation, Yation:l Capital Area, wus founded
in 1928 and this campaign will merk thoe twenty-second year in waich Gevern-
ment employecs and other rosidents have bucn aslked for support. The ledera-
tion is an orornization composed of tihw six Community Chusts in the Mobro-
politan Area, and, together with the lospitalization Fund and the 030, is
comprisad of 104 welfare agencics which are united for butter community
services  The present Red Foather Compaiszn is one appenl for the Linancial
support of the philantiropic prosirasns of all of these Hed Foathor agencles,
You will be given a chancs to choose tic ageneivs to which you wish to con-
tribute if you have cerbain nroefironcos.

Lo Tor many of you, the big quention will ber "How ymeh should I
give?" TYou nlone can answer this quustion. As you are making your de-
cision, nlease remembor thot your gift is utilized to finance the work and
programs of all the agencivs comprising the Commnity Chest Fedoration,
vlhiich includus the Community Chosts of arlington, Fairfax, Montgomery, and
Prince Guorgus Countius, and the citics of Alexandria and Washington. ;

5 It will bo appreciated 1f you will make your contribution to the
designated koy-man in your orgenization in ordor that the Central Intellie- ‘ ‘ i
gence Agoncy mey mest its quota. This will not provent you from designating 5
your contribution for any aguncy you desire in your arca of rusidence, !

. 25X1A

1o rte HLLLANKOWTTER
Renr Adpiral, USN
Dircetor of Central Intelligence
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‘ ; £
CENTRAL INTELLIGENCE AGENCY ettt ~*f«:lé:’ ,
Washington, D. C.
NOTICE &y September 1949

SUBJECT: Cleaning of CIA Offices and Buildings.

1, Due to a sharp reduction in the char force of FPublio Buildings

Administration, the cleaning of CIA Buildings has been curtailed to a
minimum. ‘

2+ Daily cleaning of offices and corridors has been discontinued
exoept for the removal of waste material,

30 Ofiices will be cleaned not more than twice a week ond in the
oase of "L" and Recreation Buildingsonly once a week.

L The washing of windows has been limited to once a year, and
the wexing of floors every six weeks,

5¢ « The curtailment of cleaning services will require a diligent
effart on the part of eash and every employee to maintain offices in
a clean and orderly manner, :

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

25X1A

Executive

- DISTRIBUTION: All CIA Employees.

5/01:: GIA-RDP81-00728R0001001100(
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CENTRAL INTELILIGENCE AGENCY ”’fwd,g@,f,«g{ﬁz
Washington, D. C.

NOTICE 20 September 1949

'SUBJECT: Exoess Offico Furniture and Equipment.,

1. Recent surveys of Property iccounts within CIA reveal consider-
able cxcess property on hand in various offices,

2, Desks, chnirs, typewriters, ‘fluorescent lamps, ond stonds were
noted most frequently as the items which appear to be exoess to the needs
of the respective offices,

3¢ Each office will oconduct a. survey of all property under its Juris=

Lo Excess property will be listed on Form No. 36-2L, Property Turn-
In, and forwarded to the Services Officer by 10 Cotober 1949 glving the f
room location and dote the property may be picked upe If no property is i
to be turned in negntive reports will be forwarded to the Services Offiocer,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE :

Acting Executive.

T

DISTRIBUTION: A.
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CENTRAL INTELLIGENCE AGENCY ? 7 : :
Washington, D, C, ‘“/}"'{“""’°f“{"”w“( et :
NOTICE , ' 8 September 1949

SUBJECT: Shuttle Servioe..

l. All existing shuttle schedules are resoinded, effective close
of business Friday, 9 September 199,

2., The new schedule to be effective Monday, 12 September 1949,
is revised ‘to provide service fer Building No, 30 (Recreation Building)
and other CIA buildings, at twelve minute intervals, The new sbhedule -
will be distributed separately. :

3, The[ ] Building shuttle will be discontinued at the close of ¥
business 9 September 19,9, ;

L. The new 16-passenger bus will be in service Monday, 12 September,
replacing the station wagon now used for the shuttle system.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: l

25X1A

Exeoutive

DISTRIBUTION: All CIA Empleyees,
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CENTRAL INTELLIGRNCE AGENCY - é
: Washington, D. C, - }\W‘.ﬁ,ﬂc@wﬁxﬁwﬁ"wé@rﬁ .r‘")

NOTICE - 7 September 1049
25X1A

SUBJECT: Use of Government Motor Vehicles,

l, O0ffieial motor vehicle dispatoh records indicate a continuing
possible misuse of government motor vehieles by personnel of this Agenocy
in violation of Publio Law 600 which restricts the vse of such vehicles
tn striotly official purposes.

24 Some examples of such possible misuse are:
ae Trips to hotels, clubs, restaurants and private resi-
dences at the noon hour and pickup at +those places after a

luncheon period.

be Trips to military hospitals with considerable waiting
period by the chauffeur,

oy Trips to banks on pay days by other than fiscal offieials.

3. 'The CIA Services Officer has been instructed to inquire ints the
offiocial necessity for trips in CIA official cars reported by the dispatohers
when circumstances indicate that Publio Iaw 600 may have been violated, and
to report any apparent violations to the Executive for appropriate aotion,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive 4

DISTRIBUTION: All GIA Employees.
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L R R P R R SR,
CENTRAL INTELLIGENCE AGENCY y T
Weshingbon, D. C. Nk ittt
NOTICE ‘ 2 September 1949

SUBJECT: Appliocation for Payment of Dividends on National
Servioce Life Insuranocse.

1. Service and former service personnel are advised that

" if they now hold or have held National Seiyvice Life Insurance

for-a perivd in exoess of three months, they may apply for a
dividend. :

2. Dividends will only be paid upon receipt of "Applica-
tion for Specianl Dividend" (VA Form No. 9-L30).

3., These forms are available in the Personnel Relations
Offioe, Room 100, Gontrel Building.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE ¢

Executive

DISTRIBUTION: All 6IA Employees.

25X1A
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CENTRAL INTELLIGENCE AGENCY . -
Washington, D, C. "r“4;9wdﬁim4nd@étwﬂﬁ2

NOTICE 2 September 1949
SUBJECT: Presentation of Awards for Meritorious Employee Suggestions,

1, On 26 August 1949 the Director of Central Intelligence person-
ally presented awards to two employees for their suggestions which
were adopted by the Agency.

2. | . l[received a Certificate of Award and
$13.33 for suggesting a multigraph mat receptacle which eliminated
accldental destruction of mats during their preparation in her office.

eceived a Certificate of Awerd ena $37.50 for
SUEgesting use of lighter weight paper on a requisition form,
which eliminated the necessity of retyping many requisitions.

3. These suggestions have improved CIA operations and returned
tangible dividends to their originators, In spite of the availability
of tangible dividends a very smell number of suggestions has been
received to date from CIA employees, The Director urges all employees
to participate in the suggestion program by submitting suggestions
for the improvement of CIA and the Federal Government.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive 7/

DISTRIBUTION: A1l CIA Employees.
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CENTRAL INTELLIGENCE LGENCY ‘ . / {} .
Washington, D C, ”""bl”‘ 'C&*(M*w“ﬂ(*' -
NOTICE ‘ 26 fugust 1949

SUBJECT: Availability of Scholarships, Evening Divisioh, "School
of Foreign Servise, Georgetown University.

ls Program of Study:

The School of Forelgn Service offers a comprchensive program
of study in tho fiolds of international relations, political science,
Pusiness and public administration, internetional law, world ece~
nomiocs, foreign trade, meritime and commercial law, shipplng, geogra~ ;
phy, and goopolitiess The progrom is designed to provide training
for careers in tho foreign sorvioce of the United States, in the ;
United Nations ond other international agencies, and in international
and business financo, : :

2¢ Scholarships:

Tho School of Foreign Servioce offers threo scholarships to
inolude tuition and incidental fecs (approximetely $500.C0 per. year).
The scholarships will be awarded only to men and women who have suc-
cossfully graduatod from an accredited secondary schocl with no pre-
| vioua college treining and who are omployed and reside 1n the vieinity
| of Washington,

Scholarships are not ordinarily available to persons eligible
| for assistance under Public Law 346 (The G. I. Bill) and Public Law
' ‘ 16 (The Rehahilitation Bill) or %o persons who are lisble to immediate

military service,.
3. -Requirements:

. Selected candidotes will be given o written examination on Satur-
dey, September 10, Those attoining the highest dverages and who are
otherwise best qualified will be awarded the scholarships.

- Applieations for scholarship examinations should be made in , ,
writiilsg 40 tho Committee on Soholarships not later than September ‘
1, 198, : e

Lo Length of Study:

The longth of study for the degree of Bachelor of Soience in
Foreign Service or Bachelor of Science in Business Administratien -
in the part-time Evening School 1s approximately five years.

. . ‘ n . _ “1-

T LA B et A M o e

o R [
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5«. Opening Date:

ho opening date for the academic year 19419-1950 will be
September 19, 1949,

$« Requosts for further information or applicotion blanks should be
addressed to the: ‘ :

Oomibtos on ‘Sdhola‘x‘shiéﬂ
School of Foreign Servive

Georgetown University
Washington 7, De G,

 FOR THE DIRECIOR OF CENTRAL INTELLIGENCE:

25X1A
) Executive
 DISTRIBUTION: 411 GIA Employess.
o
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( CENTRAL INTELLIGENCE AGENCY kool o) s s & é/
Washington, D, C, | i %Wwffw -

won [ ' dgus 159

SUBJECT: Looation of U, S, Past Office Collection Box and Postage
' Stamp Vending Machines,

: l, A U, Ss Post Office Colleotion Box has been placed at the
corner of 26th and Water Stroets » NoWo, near the terminus of the

Capital Transit bua line, The box is for the convenience of CIA
employees, :

2, Postage stamp vending machines will he installed shortly
in M end L Buildings, and will be placed adjacent to the guard's
desk at the center entrances,

FOR THE DIRECTOR OF CENTRAL INTELLICENCE:

Executive

f - DISTRIBUTION: All CIA Employees.

25x1A
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Washington, D, G,

' \
CENTRAL INTELLIGENCE AGENCY /’f\m,c:,mvﬂ-«éﬁ/
SUPICE . e ‘ : 4 Avgust 1949
25X1A 1 B
SUBJECT: Use of Postal Meter for Outgoing CIA lail,

1, Effective this date the lfail Room, 1ail and Courier Section,

' Administrative Staff, Office of Collection and Dissemination, will use
‘ ‘the Fostal Meter for outgoing CIA mail,

2, All outgoing mail received by the Mail Room will be meter-
i stamped unless individual stamps are requested on Postage Slip Form
E No, 35-11 by the submitting office,

FCR THE DIRECTOR CF CENTRAL INTELLIGELCE:

25X1A

Executive

- DISTRIBUTION: . A,
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CENTRAL INTELLIGENCE AGENCY : y
, Washington, D. C. /L&M‘MM&’M’ o

NOTICE - 4 August 1949
SUBJECT: Distridbution of Salary Checkse

l. Effective 5 August 1949, the requirement for signature by
employees for salary checks is discontinued.

2. The payroll list of checks will be furnished payment‘ olarks
for use as a cheok liste It will be returned with appropriate nota=
tion regarding undelivered checkse

3e Other existing procedures remein in effecte

FOR THE DIRECTOR OF CENTRAL INTELLIGENCEs

Executive

DISTRIBUTION: A
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CENTRAL INTELLIGENCE AGENCY

X p
Washington, D.C. B ,,,,,.\)m{ it Aww‘ﬁ’j 4

NOTICE : ‘ 25 July 1949
SUBJECT: Name Cards Posted Outside Offices.

1, From a security viewpoigt it is considered disadvantageous
generally to have the names of AgenSy personnel  posted outside thoir
office doors. The telephone directory now furnishes location information.
However, it is recognized thet further office transfers may require
convenicnt identificetion of key personnel.

2, Authorization is therefore granted for Division Chiefs or
above to post their names on the outside of their office doors, provided
that titles nnd organizational designations are not shovn on the neme
card, ‘

3, Neme cards not meeting the authorization of this Hotice
will be removed.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE

Executive

DISTRIBUTION: A.

)

25X1A

i 4 e o e T




Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8

o laad »
CENTRAYT, INUTELLIGENCE AGENCY W’ i zg; )
: Washin gb on, D Ca U-Yl CA:MA{_»«(.-"“LN:{(‘/L ot
NOTICE 27 July 1949

SUBJECT: Chest X=Ray Surveys

l, A yoarly X~Ray service is available to all employess of
this Agency ond will be ¢onducted hereaftor on a rotational basisse
All X~Rays 'rill be taken, an.'yzed and recorded in the Medical
Division, Personnel Offices Personnel should not make inquiries
by telephone relative to X-Ray results. :

2+ Only personnel who have not had chost X=Ray during the
six=month period prior to the initiation of the survey will be cli-
gible tho first yeare This ruling does not apply to an individual
who hus boen expnsed to tuberculosis during that periods Such indi-
viduels afe encourngod to roport to the Nursing Section, ledical '
Division, Contral Building, so that proper followup. ocan be initiatode

Se An advance notico of one é’gyﬁ?irfl bo made to each office or
activity us to the day X=-Ray service will be initiated for its per=
sornels  The office will be responsible for the proparation of rosters,
including tifie and date of appointment for the personnel desiring
this service, and for scheduling thom within the limits of the timo
set by tho Mediecal Divisione A 0opy of vach schedule must be for-
warded in advance to the Medical Divisione

FOR THE DIRECTOR OF CBNTRAL INTELLIGENCE:

Executive

DISTRIBUTIONS

ALL CIA ENPLOYEES
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CENTRAL INTELTIGENCE AGENCY
Washington, D, C,

NOTICE | 1 July 1949

SUBJECT': Poliey - Inactive Duty Training Credits for Naval
Reserve Personnel Not Employed by CIA.

REFERENCE: Administrative Instruction | subject:
Inactive Duty Training Credits for Army Reserve
Personnel lot Employed by CIA,

1. The Navy Department has informed this Agency that it
has no program similar to the Army's inactive duty training
program which grants credit for services such as outlined in

- reference,

2e No further action will be taken to negotiate for the
initiation of such a program until and unless specific cases
arise which would warrant such action,

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Executive

DISTRIBUTION: A,

25X1A

25X1A
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CENTRAL INTELLIGENCE AGENCY #’Nﬂ&w&«dﬂ"«-ﬁé{.ﬁﬁw’
Washington, D, C.

NOTICE : 1 July 1949

SUBJECT: Employees Suggestions for Design of Official CIA
Seal,

1, legislation recently signed by the President directs
Central Intelligence Agency to acquire an official seal, All
civilian employees of CIA are invited to submit their sugges-
tions for a suitable design to be used as the official seal of
Central Intelligence Agency.

2. The designs will be judged for originality and esppro-
priatensss rather than perfection of artistic detail, Therefore,

~artistic telent is not a requirement in preparing a suggested seal, .

3. A seal is presently in use by Central Intelligence Agency.
This seal will be considered along with other entries in selection
of the official seal, If the present seal is finally accepted, it
will have been chosen by the panel of judges as the best seal for
CIA,

4e If an employee's suggestion for a CIA seal is selected by
the judges, the Committee on Awards for Meritorious Suggestions will
recommend to the Director that a cash award be prosented to the employ-
ee., The acceptance of a cash award shall constitute an agreement that
the use by Central Intelligenco Agency of the design for which the
award is made shall not form the basis of a further claim of any nature
upon CIA,

5, ‘A1l entries must rocach the Managemont Office, Room 144, South
Building, not later than 15 July 1949, The Managoment Officer will ;
turn all entries over to a panel of judges who will be named by sepa~ {
rato action, » ‘ ’ :

FCR THE DIRECTOR CF CENTRAL INTELLIGENCE*

25X1A

Executive

i
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1 : . . ‘ ) .« . Appendix IV
e © CONFIDENTIAL ™
f R 02 TRAVEL
~ | Schedule of Esﬁimated Réﬁes
' TFrom To One ‘lay Round Erip
Hew York Boston | 20 &40 :
' Washington ‘I\Tew York : 20 -+ 40 '5
g j " . Boston - 35 85
: " lMiami 75 1860
' " East Coast Points 25 50
; " Mid West Points ‘ 50 120
, oo West Coast Points 200 450 A
‘ " Central Americe 275 600
| " South America 500 1,100
" ETO 450 1,000
j ! " MEDTO 700 . 1,400
g é " FETO ‘ 1,000 2,’500
=
o .
f ! : ‘ ;
;‘ Schedule ineludes average costs of transportation and per diem, etc,

 CONFIDENTIAl




Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8

; \ g3 p ) Appendix v
TR POMEIRTATTIAE L A
j - FLALE R ;
03 - TRANSPORTATION OF THINGS
. Schedule of Estimated Rates
|
; Unit Cost :
Motor Vehicles :
! —_— :
L Crating (includes freight to POR) Per $200,00° ?
Velicle
P Shipping (POE to destination) TTO " 275,00 j
i ; HEDTO " .| 850,00 :
; ‘ : LATO " '| 300,00 ;
: FETO " 400,00 :
;‘ General Curgo (Delivery to addressee) '
: (Administrative supplies and equipment, z
’ cormunications supplies and equipment, :
| and operational supplies and equipment)
i ' '
L ETO ‘ Per 100,00
i j ) IMEDTC Ton 100,00
i LATO " 75.00
P FETO T " 100.00
. : )
‘ Household Goods and Personal Effects
| H ’ . .
l[ . To POE (Based upon E,0, 9805 maximum weight
reimbursement allowances: Family,
E 7,000 1bs; single individual, 2,500 1bs)
E ) ‘ 350 mi, Per 7.00
: 1,000 mi, 100 lbs. } 11,00
3,000 mi, " 18,000
- ‘ )
- POE to destination ETO Per Ton | 100,00
| MEDTO oo 100,00 , !
i o ‘ _ LATO oo" 75,00
, FETO " 100,00 ;
| Air Shipments . ETO Per 1b, 1.50 ;
b T : YEDTO S 2,25
i LATO " 1,75 .
; FETO o 3.50
J . 'y
RN : o LY Y T : -
f o - CONFIDENTIAL |
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CENTRAL INTELLIGENCE AGENCY

Washington, D, C,

NOTICE 10 June 1949
SUBJECT: Regulations,

1. The Central Intelligence Agency Act of 1949 has been passed by
Congress and will becone a law upon signature by the President, which is
expected within a few days,

2, No application of the provisions of this Act will become effective
until the offieial publication of appropriate regulations prescribed by the
Director, : .

3. Pending further study and determination of what changes in current
practices may be necessary, the published regulations of CIA now in effect
will eentinue to govern CIA administration and operations, regardless of
any authorities which may be included in the Aet referred to above,

4. I wish strongly to emphasize that our administration and operations
will continue to be based on sound, economical and completely justifiable
practices, We will continue to be guided to the fullest possible extent by
the provisions of law and regulations applicable to all government ageneies, :
This is, in fact, the intent of the Congress even though not specifically so !
stated, and only in this manner can we properly accept and discharge the |
unique and very great responsibility and trust placed in the Agency by the i
Congress and the President, .

R. H, HILILENKCETTER
‘Rear Admiral, USN
Director of Central Intelligence

DISTRIBUTION: A.




Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8

- ) i f
CENTRAL INTELLIGENCE AGENCY ] )
Washington, D. C. el Ma’tfﬁwﬂdw}\wvﬁéﬁbg‘ s

25X1A NO TICE ' 3 June 19L9
SUBJECT: fictive Duty Training of Reserve Personnel.

1. Reserve personnel applying for military leave will comply
with provisions of paragraphs 10 and L;b of Administrative Instruc-

| 25X1A tion[ ____ |dated 22 April 19L9.

2. The Personnel Officer is responsible for any coordination

with the Office of the Executive which nay be necessary.

3.  This Notice rescinds the memorandum, subject as ahove, dated
23 May 19L9, addressed to the issistant Directors and Staff Chiefs.

FOR THE DIRECTOR OF CENTRLL INTFLLIGRENCE:

25X1A

Executive

DISTRIBUTION: i
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CENTRAL INTELLIGENCE AGEKCY

Washington, D. C. . \/“}Lz{w.g ,ﬂwv\»\-:«f(ﬁdéwﬂ
NCTICE ‘ 1 June 1949
25X1A ‘

SUBJECT: Parking Violations.

Employees are warned .that letropolitan Police Department
perking regulations mist be obsérved on 25th Street, N.i. (the

unimproved street behind the brewory buildings), and at the inter=

|
g
|

sections at 25th and Water Streets, N.iT., 25th and D Streets, No'a,
, P end 25th and E Streets, N.7W. Traffic lanes must remain ‘open' at

P all times to permif; sasy entrance ‘zind maneuverability of fire equip-
mente In the past, many violators have received police tickets or
found that their automobiles had Eeen towed to the police precinct

officee.

FOR THE DIRECTCR OF CENTRAL INTELLIG JNCZ:

25X1A

Executive

N : DISTRIBUTION: ALL CIA EMPLOYEES
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CENTRAL INTELLIGENCE AGENCY o 'A Q, ;

Viaghington, D, ¢, - /‘wr!,,@,,;(,,é.f}v\« 15 A
| 25X1A
: NOTICE ) 24 lay 1949

[ ]

SUBJECT: Swmmer Courses st dmerican University.

1o The following letber ©rom The American University, Washington,
Ds Cuy is publisghed for informations

"lay I bring to your attenbion again the cuursss in the
field of Public Administraticn and Govermment which are
ineluded in our Swmer Ssssion 'Tn~Service! Troining
; Trogram for Government Employens beginning June sixth.
Over a period of eighteen yeurs these courses have been
i developed by our Laculty with a4 view o meeting the noeds
' of officials engaged in Public Budgeting and Piscal
Policy, Administrative Organization and Plomming, and
i ' Personnel Administration snd Psychologye

"As a background work we have included & mumber of courses
/ - 1n the area of genersl Government which should serve as
. basic theoretical background for those enguged in the pub-
lic services. Ardescription of each of our courseg nay be
: found on pages twenty to twenty-four in the enclosed an=-
nouncemente*

"I shall be very grateful if you will bring any of these
courses. to the attontion of membsrs of your staff or other
persons in the Government who mey be intorested, Addie
tional oopies may be obtsined by calling Mrs. Jone He

i ’ Roberts at MEtropolitan 0258,"

. 2« The summer session clagses meet from 6:00 %o 9215 P.,M., June
6 to September 13,

|
|
{ FOR THZ DIRECTOR OF CENTRAL INTELLIGENCE:

[ ' : ‘ 25X1A
| ) o :

Executive

J * Copies of announcement. may be obtninoed from The American University
i ‘ : upon request, ‘ : ‘

- DISTRIBUTION: ALL CIA EMPIGYEES,
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, CENTRAL INTELLIGENCE AGENCY
Washington, D. C.

f'"7'*«'{,'»;&..»c’.‘,www“&mjw

: NOTICE 12 May 1949
S —

SUBJECT: Attendance of CIA Employees at Ceromonies in Tribﬁte to the
President of Brazil - 18 May 1949.

The f'ollowing White House memorandum, dated 9 May 1949, is published
for the information and guidance of all concernods Assistunt Directors, .
Staff Chiefs, and Honds of activities will comply with the last paragraph
of this memorandum:

"HE WHITS HOUSEH.
"~ “ashington

My 9, 1949
"TO THZ HIADS OF EXECUTIVE DEPARTIIZHTS AND AGENCIES

"Coremon’.es have been planned to pay tribute to Honorable EBurico
Gaspar Dutra, President of *Byrazil, who will arrive in tinshington on Iy
eighteenth for the purpose oi maling an offioial visit to the United Statos,

: "President Dutra will reach the National hirpert (MATS Terminal) at

‘ ~ 4:00 pem., DST, on “ednesday, Moy eighteenth, where there will be a brief
ceremony, and he will leave the airport at 4:30 pem. ALfter crossing the
Memorial Bridge and rounding the Lincoln Momorial, he will procoed along
23rd Street to Constitution Avenue, right on Constitution Avenue to 6th
Stroet, left on 6th Street to Pennsylvaniu Avenue, west on Pennsylvania

: Avenue to tho District Building at 14th Street and Pennsylvania Avenue,

i where he will be- presented with the key to the City of Washington. He will

then continue along Pennsylvonia Avenue to 15th Street, right on 15th Street

to Fonnsylvania Avenus, left on Pennsylvonia Avenue co the Blair Housee

: "I4 is  desired that as many as possible of the government employses
f extend their greetings to President Dutra. Ffor the accomplishment of this
¥ purpose, President Truman has indicated that, the. Heads of the departments
and agéncies shall oxcuse from work those employees whose services can be
spared, without charge to annual leave; for such time as is rear ired to
greet President Dutra on May eighteenth.

"/S/ DOHALD S. DATSON - : ;
ALdmine Assistant to the President! !

FOR THE DIRECTOR OF CENTRALL INTZLLICENCE:

25X1A

| : ‘ ‘ ‘ ‘ . Executive

DISTRIBUTION: - ALL CIA RMPIOYERS -
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| i RESTRICTED
; , “
GENTRAL INTELLIGENCE AGENCY . nof
l'Jashingt on, D, C. - /,N'( ,J{'},,.amfm‘wv‘@‘“\naékx-ﬂf!\“”

25X1A. HOTICE 10 May 1949

SUBJECT: Requests for Procurement Action by Supply Division,
Involving Appropriations Expiring 30 June 1949,

i. Requests for procurement action governing articles of equipmenf
and supply (other than items available from stock) chargeable to appropri-
ations expiring 30 June 1949, éhall be forwarded in time to reach the Chief,
Supply Division, Services Office, prior to 1 June 1949, to provide sufficient
] time for orderly completion of procurement action, ‘

2. Requests for procurenent actions under $100.00 and those items
available from exlsting contracts will be received until 15 June 1949,

i FOR THE DIRECTOR CF CENTRAL INTELLIGIICE:

Executive

* DISTRIBUTION: A,

. o - BESTRICTED
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: CENTRAL INITELLIGENCE AGENCY | Y L
Washington, D. C. A A,

25X1A NOTICE 13 April 1949

SUBJECT: Daylight Saving Time.

1., A1l activities of CIA in the Washington, D. C., area will operate ;
, on Eastcrn Daylight Saving Time, effective 2 a.mn., 24 April 1949. This !
; is in compliance with the announcement of the D, C, Comnissioners. Daylight i
‘ Saving Time will end at 2 a.mo, 25 Septerber 1949, ab which time the Agency f
will return to Eastern Standard Time. i

2, Supervisors of employees on duty ot the time of the change to

Daylight Saving Time are directed either to charge employees one hour of
: annuel leave for the hour lost or to provide them one extra hour of work, C
; At the time of the rcturn to Standard Time, employces affected will be '
compensated for the one extra hour of work after approval of overtime work

i by proper authorities.

YA 3, This Hotice in no way econflicts with Administrative Instruction ,‘
[ ] which provides thot all tours of duty other than the normal tour i

(0830 %o 1700) will be entered on the Time end Attendance Reports in Stan-
: dard Time.

FOR THE DIRECTOR COF CEI'TRAL INTELLIGENCE:

[5) DU ——

2

25X1A

‘ Executive

DISTRIBUTION: ALL CIA EHMPLOYEES,
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} * CENTRAL INTELLIGENCE AGENGY AL, JWWM;LMQ/
| : Washington, D, C, ‘

NOTTCE o 11 April 1949

SUBJECT: Leave on Good Friday.

The Director desires that all employees who wish to attend religious
services on Good Friday, 15 April 1949, be permitted to do so, to the
extent commensurate with meeting essential operational requirements; 'Super- ‘
visors will arrcnge work schedules to permit the maximum number of employees |
P to be absent, Absencé during working hours for this purpose will be charged
te annual leave, |

FOR. THE DIRZCTCR OF CENTRAL INTLLLIGELCE:

‘ . . Executive

‘. o ‘ DISTRIBUTION: . ALL CIA -EMPLOYELS

\
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'CENTRAL INTELLIGENCE AGENCY

Washington, D. Ca v/%w(élaf ﬁ4¢g,j

NOTICE 2% Merch 1949

1

SUBJECT: Redeposit of (ivil Service Retiroement Refunds.

Lo Dxporlonce indicates that many Central Intdlllronce Agency
employees do not fully understand the provision of the 01v11 Serve
ice Rotirement Act which relates to the redeposit of retirement re-
fundse.

2. In order shat employees who have received refunds may be
fully aware of their rights, and have the opportunity to exercise
these rights pertaining to redepos:t of such refunds, the following
information is pravided:

8+ ILvery employee who hos st any time received s resfund,
and desires to receive annuity benefits for all periods of em-
ployment must make a redeposit of the amount Fefunded plus
interest. Unless the redeposit is made by the employee, no
credit will be allowed for the period of service covered By
the refund in computing the annulby beneiits to the employee
or his qualified survivors

be The redeposit should be made withoub delay for these
reasons: .

(1)  The redeposit may not be made by a survivor afiter
the death of the employee, and

(2) Delay in making the repayment results in added
interest.chargGSa

3e . It is, therefore, urged that enployoes vho have received
refunds embark upon a program of making deposits at the earliest

possible momente Information and instructions with regerd to the

Liling of appropriate forms may be secured from the Fiscal Branch,
Pay Roll Division, IExtension 2585, Room 226, Central Building.

FOR THE DIRZCTOR OF CZNTRAL IJTBLLIGENCE:

Executive :

DISTRIBUTION:s ALL CIA EPLOYEES.

| it i
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CEETRAL INWTELLIGEKCE AGENCY . "’M&L@M%ﬁd

Yeshington, D. C.

SUBJECT: Voluntary Contributions

( 1, In the next fow months, various national and local organizations
| will moke direct appcals to the people throughout the Government for

} ‘ ~ financial support in carrying out their programs of safcguarding and

| . improving the lives of thousands of men, women, and children in this and
i othor, communities throughout the nation,

2, Past expericnce has shown thet these services have been most
effeetive in providing social and rcereational scrvices, insurance against
privation and juvenile delinquoncy, as well as sicknoss and ccecident pre-
vention. :

3, In order thot you will have sufficiont informetion concerning the
objectives of these orgenizations, and the type of gorvice rendered the
community, the following informetion is provided: '

oo The Amorican Cencer Socicty is a national orgenization
¢stablished to conduct research, promote educition and furnish surveys
' to find the causc and cure for cancer, to cducatc the people to sco
| , _ their doctors upon the first dangor signels of cancer, and to promote
‘ in gonoral such authentic and approved projects as will help bring
i Gancer under control, ‘

? The ‘financial drive of this society will take place during
' the month of April. The financial goal of the campaign is to rocch
an avorage of one dollar for cach Government employec. Sixty por
cent of cach dollar contributed will romain in this community to
promote the study of ¢ancer control, 25% will be usdd for rosearch,
i and 15% will be used for cducational and administrative work,

{ ‘b, The Americon Red Cross is a notional orgenization which
naintains relations with 65 other Red Cross socictics throughout the
‘ , world, It servos the Armod Forces abroad and at home, It functions
as the national relief agency when disaster strikes. It promotos

‘ health and safety through its first aid and accident prevention,

ik " nursing, and nrtional blood progroms. The compaign for funds of this
organizotion will begin on 24 February and continue through the month
of March, Sixty million dollars will be roquired to carry om tho
worth=whilc work of this orgenizction.

c. The Mctropoliton Boys Club_is a community orgrnization which
conducts a ronbership drive ycarly, to finance scven boys' clubs and
swmer camps for less fortunate youngsters of Washingten, The noney

' Approved For Release 2002/05/01 :C|A-RDP81-'00728R"oop1oo1’1ooo4»-8 e
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obtained from thesa " car*pawns riakes it possible for some 17,000 boys

to participnte in cloan reercational activitics and to bbcomo strong

Americon citizens, To finunce this worthy cause, the carn paign committee
has sef for their 1949 goal, the sun of 25C,000 dOllu.o. Various typos
“of nenborsh.Lps arc available to the public w:Lth dues rcnging from. one

dollar to one hundred dollars annually, ' The campaign started.l I_fe;‘pruary

and continues through 1 March,

... . 4o The National Synphony Orchwtra AS“OG:L taon was in corpor tur:l
i Decenber 1931 “under the' laws of the. District of Co]umb:.ﬂ,‘_ g o

mus:.cal cducaulonﬂ cmd non—profh.t eorporotlon., Y

Arinual M Ilb(.l‘shlp in *the ASoOCluthI’l is cor**osod of tho o who
contribute 25 dollers or more to tho Sustaining Fund Drive, A contrlbu—

tion of ten doll rs entl tl(.s the contmbutor to on Assom ate Menbershlp.

4o Although it is appreciat cd ‘hat tho pcrsonrol of this AECHC] has
responded gencrously time and agoin tor these various drives , it . is bellevc.d
that the worthiness of the present campaigns is self-cvident, and it is

. .thercfore urged that everyone contribute zccording to his own porsonal
financial situation, Koyworkérs will be f'vnlablc in coch office to receive
voluntary contributions :E‘or the "bovc naned causes, s

FOR THE DIRL.CTOR OF CDI TRAL INTELLIGIICE:

25X1A

Executive

DISTRIBUTION: ALL CIA EMPLOYEES,
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CE'TRAL INTELLIGTNCE AGERCY
Yashington, D, ©,

‘

'ﬁ,}‘"'(:f ﬁ“‘{:r{kﬁ ige
Ly March 1949

The following is reproduced for the information of all concerned and o
is supplemental to CIA Notice [ ] dated 24 February 1949: 25X1A

"THE VHITE HOUSE
VASHINGTON

February 24, 1949

R R R RO RRARRRRRDA R S

"TQ THE HELDS OF EXECUTIVE DEPART ;TS ALD AGEICIES:

3 ; "You will recall that each year I have urged the full

f : cooperation of your department in connection with the campaigns
of the Commmity Chests throughout the country, In my letter of
May 5, 1948, I said in part: ’

- '4s you kmow, the Community Chests unite in a single
] , campaign social, health, ond recreation services
Pt essential to the well-being of our American communities,

1The cooperation of your Department logically includes
the organization of effective solicitation of all em-
ployees of yvour Department,

'T hope that all erployees will give generously, keeping
i in mind the fact that each of the Red Feather services
: included in the Comrunity Chest would appeal separately
| if they were not united in this one campaign and that
( § contributors should give onough to support all of these
| - services for a full year,'

{‘ ‘ "While the Community Chest drives are usually conducted ‘
| 1 ‘ » concurrently in many cities during October, there are some situations f
] in which the same type of federated campaign on behalf of loeal health ?
: and social service agencies is conducted at a different time of year
and under a different name, An outstunding example is The Greater

} L : New York Fund which campaigns annually in New York City during May

x and early June, Such federated drives are as ‘deserving of our full
"~ support as are the Community Chest campalgns in. the Fall,

R "It is, therefore, my desire that the policies expressed

1 B I in my letter of May 5 relating to Community Chests be applied- to
, - similar local federated health and wclfare campaigns, whenever

conducted and under whatever name, \ : S

~ /s/ HARRY S, TRUPLAN"

p
1
i
H

e e et ©

- DISTRIBUTION: ALL CIA RLPLOYRES,




25X1A
Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8

Next 2 Page(s) In Document Exempt

Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8



Approved For Release 2002/05/01 : CIA-RDP81-00728R000100110004-8

L

CENTRAL INTELLIGENCE AGENCY oy Mﬂ K
Washington, D. C. oo Al e d MRS

24 January 1949

‘ NOTICE
25X1A
SUBJECT: rarking
| 1.  All numbered parking spaces for CIA emplovess vere
; reassignsd as of 3 January 1949, and new parking p=2rmits
Z issued.
f é. Daily checks have indicated continual violatlons of
} parking requirements as indicated below: '
. BN a. Both old and new permlts on windshields. 01d
: permits should be removed immediately.

b. Individuals are parking in spaces not now
assigned to them.

c. Cars are being parked in places not narked
for parking, creating serious traffic hazards.

3. Assistant Directors and 3taff Chiefs are responsible
ination of individuaels under their super-

for proper indoctr
In addition, the

vision relative to the parking probdlem.
Services Officer is charged with the responslibility for
continual checks, and reports of parking violations to respon-
sible supervisors and the Exscutive for .such.further action
as may be appropriate.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

o ' | 25X1A

o
I Acting Executive

DISTRIBUTION: All CIA Employees
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CENTRAL TNTELLIGENGE AGENGY TR I
Washington, D. C. “’%ﬂﬂ%ﬂﬁgﬁﬂNW¢ﬁ£@?§#

25X1A - NOTICE 16 January 1949
SUBJECT: Inaugural Holidays.

1. The Congress has authorized holidays for all Government em-

ployees in the Washington, D, C. area on Thursday oand Friduy, 2C and
21 January 1949,

2, It will be necessary for CIA to maintain adequate working
forces on-those days, including courier and cable service,

3¢ A minimum force will be maintained by all offices ard
activities sufficient to provide reasonabl? service in each activity.
Sueh forces will be present for duty during the rnormal hours cn bsth
the 20th and Plst of Jaruary,

4o For those employees required to be present on either c¢r both
of the holidays, arrangements shcould be mads to provide ccmpensat.ry
time off where it is practicable and agreeable to the empleyee con-
cerned, Otherwise, holiday compensation will te paid-

5. Pay checks will te availsble for distritution to office and
activity representatives at the office of the Fiscal Lranch, Budget
Office, Wednesday, 19 January, at 1500 hsurs, They should be picked
up promptly so that all employees may be psid tefore 1700 hours. Pay
checks will be dated 19 January. :

6+ Parking in the vicinity of North, Central, | | 25X1A
South, "CM, and "M" Buildings will be without regard To assigned - ;
parking spaces for Thursday and Friday only. :

FOR THE DIRECTOR OF CENTRAL INTELLIGENGE :

25X1A

- Acting Exscutive

' DiSTRIEUTIQN:\ ALL CIA EMPLOYEES
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